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Deciding to Close a Purchase Order (PO)
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The next step is to submit a 
request to close PO using the 

Close PO Request page in GEARS.

Are You Satisfied with the 
Goods and/or Services 

Received?

Have You Received All Your 
Goods and/or Services?

Have you received the final 
invoice from the vendor?

Has the final voucher (invoice) 
been processed in GEARS?
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The next step is to continue 
monitoring the PO on a regular 

basis until it can be closed.

START
Review existing PO 

in GEARS
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